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Objectives

1. Define the Administrative Review process

2. Summarize the school food authorityĦs (SFAĦs) responsibility 

before, during, and after an Administrative Review

3. Identify the program areas that will be reviewed by the 

Nutrition Program Consultant (NPC) and the Public Health 

Nutritionist (PHN)

4. Become familiar with SNACS (School Nutrition Accountability 

Software) and its use for the Administrative Review.



Contract and Permanent Agreement

DPI

SFA

FSMC Vendor Joint
Alternate 
Authority 

Agreement



The AR Process

Getting Started Offsite Review Onsite Visit

Completing 
Corrective 

Action
Closure



Timeframe

Review Period
the month the most 

recent claim was 
submitted

Week of Review
one, 5-day week of the 
SFAĦs choice from the 

review period

Day(s) of Onsite 
Review

the day(s) of the onsite 
visit



Getting Started

Announcement 
Letter

Set a Date Begin Review 
Process

The DPI Review 
Team

Site Selection



The DPI Review Team

Nutrition 
Program 

Consultant 
(NPC)

Public 
Health 

Nutritionist 
(PHN)



Review Sites

Number of Schools in the 
SFA

Minimum Number  of 
Schools to Review for NSLP

1 to 5 1

6 to 10 2

11 to 20 3

21 to 40 4

41 to 60 6

61 to 80 8

81 to 100 10

101 or more 12



Offsite Review

Questionnaire
Financial 

Management 
Questions

General 
Program 

Areas

Benefit 
Issuance



Onsite Review

Logistics

Parking/Entrance

Security

Service Times Workspace

Internet Access

Time to Talk



Onsite Review

Entrance 
Conference

Review 
Areas

Meal 
Observation

Technical
Assistance

Exit 
Conference



Who is on your team?

Authorized Representative

Food Service Director and Staff

Administrator and Business Director

Principal and Teacher



Review Areas



Meal Access

Applications
Direct 

Certification
Verification



Meal Counting and Claiming

Point of
Service

Edit 
Check

Monthly
Claim



Financial Management

SNACS Questionnaire ģ 700 Series Questions

Nonprofit Food Service Account

Indirect Costs

Paid Lunch Equity (PLE)

Nonprogram Foods

Annual Financial Report (AFR)



General Program Areas 

Food Safety

Professional 
Standards

Onsite Monitoring

Local Wellness 
Policy

SBP & SFSP 
Outreach



Civil Rights

Self-Evaluation (PI-1441)

Public Release

Annual Training

Special Dietary Needs

ĨAnd Justice For Allĩ Poster

Nondiscrimination Statement



Technical Assistance

A Clearer 
Understanding 
of Regulations

Solutions You 
Can Use

New Ideas



Other Child Nutrition Programs

Special Milk
Wisconsin School 

Day Milk
Afterschool Snack

Fresh Fruit and 
Vegetable

Elderly Nutrition



Public Health Nutritionist Review Areas
Performance 
Standard I

Performance 
Standard II

General Area General Area General Area

Access & 
Reimbursement
ÅEligibility 

Determination
ÅBenefit 

Issuance
ÅDirect 

Certification
ÅVerification
ÅMeal Counting, 

Claiming and 
Reimbursement

Nutritional  
Quality/Meal 
Pattern
Å Meal 

Components
Å Offer versus 

Serve
Å Dietary 

Specifications 
& Nutrient 
Analysis

Resource 
Management
ÅResource 

Management
ÅNonprofit 

School Food 
Service Account
ÅPaid Lunch 

Equity
ÅRevenue from 

Non-program 
Foods
ÅIndirect Costs
ÅUSDA Foods

Program 
Compliance
ÅCivil Rights
ÅSFA Onsite 

Monitoring
ÅLocal Wellness 

Policy
ÅSmart Snacks
ÅWater
ÅFood Safety
ÅBuy American
ÅSBP & SSO 

Outreach
ÅProfessional 

Standards

Other Federal 
Program 
Reviews
ÅAfterschool 

Care Snack 
Program
ÅFresh Fruit and 

Vegetable 
Program
ÅSpecial Milk 

Program
ÅProfessional 

Standards
ÅElderly 

Nutrition
ÅWDSMP



Week of Review

November 2023

1 2 3 4

5 6 7 8 9 10 11

12 13 14 15 16 17 18

19 20 21 22 23 
Thanksgiving

24 25

26 27 28 29 30



Prior  to the Onsite  Review

Phone call from PHN

Meal Compliance 
Risk Assessment Tool 

(MCRAT)

Dietary 
Specifications 

Assessment Tool 
(DSAT)



What documentation do I need to upload?

Monthly Menus
Production 

Records
Standardized 

Recipes

Crediting 
Documentation

Nutrition Facts 
Labels

Product Labels



Monthly Menus

Submit breakfast and lunch menus 
from both the review month and the 
month containing the onsite 
observation.

Menus must include: ĨThis institution 
is an equal opportunity provider.ĩ



Production Records

ÅCompleted breakfast and lunch production records from the 
week of review and day of observation

ÅBefore sending, ask yourselfĮ
o Are these from a full, five-day week?
o Are all five days from the review period?
o Is everything filled in (including alternate entrée options)?
o Did I include all grade groups served at the review site?
o Am I forgetting any supplementary records (such as garden bar, or 

condiment record)?



Standardized Recipes

Recipes are required for any menu item with more than one 
ingredient. A Standardized Recipe must include:
Å Recipe name
Å Recipe number/category/meal
Å Ingredients listed by form and any pre-preparation needed
Å Specific total weight and/or volume of each ingredient
Å Detailed instructions of how to prepare
Å Serving size for single portion
Å Recipe yield
Å Equipment and utensils used



Documentation for Processed Products

Crediting 
Documentation 

Options

PFS
USDA Product 

Information 
Sheet

CN Label



Documentation for Processed Products: Examples
CN Label



Documentation for Processed Products: Examples
Product Formulation Statement



Documentation for Processed Products: Examples
USDA Product Information Sheet


